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Re-mimtim of ths ucope or t!u mager‘s respoass. biuty for staffisg

‘and of factm vhich must bs coasidered im discherging this fumction; cmmeratim 3

. sace of sound plemnierg well in. edvamce of sctual requimzats ud
of tachniquea fmr iaentiryisg future m@irmtm
(Hr. smm Mr. Baizd) -

Review of curremt problems emcountered iam mcmitimg high gussli‘rty persmsl, E
congiderption of future prospacts. N

SHEP Utilimticm

(Hro Stewart Colonel White)

Primcipal factors which eﬂ'ect ﬁgency persosnel stmagth; emidmtim of
soRe appromhw to dbetier use of availsble mnpower

Hee&iag@t s_r_:,_-f:.‘j_w (Hro Stewart - Mr. Batrd - Mr, chstoa)
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Review of factors bearing om the problem of weedisg ol mrgiaaxl pm“sonmlp ,
cosgideration of puseible courses of actiosm.
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Toesday

Wedwesday

1315-1500 - Sipport Plassime .

1515-1615 ~|

1630 . - Recreation .
1900 . - Dimeer

0830-0930 - Iogistics Plarming and cmiﬁtiés
09’*541&&5 = The Agency Budget es @ Plemning Mechamism

' 11&5-1230 - Inzech
1245-1400 - Budgets amd Appro'mmum' .

115-1615 - Stuffisg - A Basic Problem of Mewagement

1636 . < Recrestica
1900 - Divmer

1315-1600 - Joint Sesgiom
16004700 - Check Qub

# - Daylight Time
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_ ‘Yosday 0930-09!$5-0wa zétim‘] . | - 25X1
EX . | ' 1000-1215 - riefing - | | |

. 1215-1300 - Lumch

.;\1315‘-15:{5 -
1530-1615 - Reer

1630 - Recreatica
. 1900 . - Dimxer
25X1

Tuesday

1130-1215 - {
- 1215-1309 Luach

1315-1506 Suppm Pl&%w
1535-1615 Ioaisties Plgmming and. Gapabilitiea

o ‘1530 = Recreation
19(;0 - Dimney

Wedmesdsy . 0815-1015 - The Agency Euége’t as & Plazmiag Mechagism ' .
' 1030-1200 - Bufgeks amd Appropristions :

1200-1300 - Lumch
1315-1600 - Joimt Sessiom [ | - 25X1
1600-1700 - Check Out |

- Daylight Tims
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RECRUITING PRONLEMS FACING THE AGENCY

. DEFINITION:

External Recruiting - sources outside the Agency to
fill personnel requirements.

II. PROBLEMS:

A. Rationsl Manpower Pictnr(
Fopulstion changes by m Wx 2rre )
YEARS

0-b
2 =13
ih - 17
18 - 24
25 - b
b5 - 64
65 - and wp

B. Today's Cradustes
OQutput 1957 - 350,000 (1/3 girls)
Netional Reguirements - 550,000
Today's Greduates (12,500 of these drafted per month)
DEMAND

————v—

Engineering ; 60,000
Science . . 50,000
Liberal Arts : 100,000
Business Admin. ; 75,000
law 9,000
Medicine 14,000
Teaching 175,000

C. Agency Heeds
l. Result of Attrition
4. Clerical
. Commo
JoT

E

L]
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2. Other
e. To meet ceiling 100 4

B Gomeo incresse 150 # ILLEGIB
D. Rearuiting Ratios snd Processing losses ( (/< & ) 25X1
1. Frofessional - .7T,000 interviews to
2. Clerical | 13;000 n "
3. Jor 2,000 " "
4, Commo 4,000 “ "

E. Recruitment Cycle During the Yesr at Professional, Clerical,
and Commo Schools

1. Time on Campus very limited.

2. Competing with other Govermnmental Agencies, Business,
Universities.

Exmmples: kmcanpmiuonn&e(:ampus
600 " Niinois Campus

M F. Lack of Publicity
G» Clearance Tinme
' H. 10-9 Factors snd 8 I Clesrence
I. Higher Medical and Paychiatric Sm:
IIY. METHODS OF RECRUITING
A. Recrultment Scmm
1. Professional - 250 colleges and universities

2. Clerical - high schools, business schools, small colleges,
and sdvertising; spproximately 2,800 sources

3. Commp: - military seperatees, radio schools, two-year
engineering schools, edvertising.

L., lesd - Source File: ~ 4,500 - 5,000 nemes
B. Consultent Program

C. Goop«;rative Recruitment Progrems (ORR, Commo, 0SI, Medical,
ete. SeRT T AT
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D. Volunteer Rearuiter Progrun
{Return of Agency Operating Offieials to their Alma Mater)

E. Departmental Recruitment Progrsm
8,000 wvalk-ins esch yesr {take - 525 clericel and
125 professional) T

Lmar—
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Y. DEFINITION: Proper plasement of $i¢ best qualified person to
& position in which he ceu best sgeve the Agency.

II. POSITION QUALIFICATIONS STANAARDS
A. Present Vacancies
B. Jnticipated Veomnaies
1. BResult of attrim
2. BRasult of m‘m!'-ion

A. Initial Placement: - evaluating, training, experience,
education, physical sbility and gensral sulitsbility for
specific jobe - m on the following:

1. Interviews

a. Office of Personnel
b. Career Penels
¢. Opersting Components
2. Testing
3. Assessments

B. Rotation of Employees - using the same tools as used in
initial eassignment plus:

Fitness Reports

Follow-Up Interviews
Interviews with suervisors
Carear Flans

Agency Training

Resssignments, Directed Assigmments, (Assigmment Committee),
Career Flanning Assigmuents.
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1. For present position

2. Galning new skills and scquiring new knowledge
for future sssigonents

B. Promoting deserving qloyees - Competitive Promotiom
Program

C. legislation

B. Awerds for suggestions and other incentives
V. JOB SATISFACTION

A. Utilization of employees skills and abilities

B. Commmication upwards and downwards

C. Counseling

D. Proper superviasion

E. Recognition of wléyaes' limitation

F. BServices
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I. DEFINITIORS:
A. Unsuiteble Personnsl - Thoge persons who do not meat
Agency Standaxds in the following m«ss:
1. Security ‘
2. Medical
3. Conduct
k. Performance

B. Unsatisfactory Performsnce - Performance that is demonstreble
to be unsatisfactory. (Beyond s shadow of » doubt.)
) N DT 2 .
C. Lees than satisfastory performance - Perfurmance over & long ILLEGIB
ILLEGIB od of time under several supervisors having saveral assignments. -
Never g3 compdete as unsetisfectory, ssd Individual ie given the
benef4t of acubt.jl

-

D. Unsatisfactory Conduct -

1. Breaking the law
2. Conduct contrmry to standards of supervisor
II. HOW TO IDENRTIFY AND MEASURE UMSUTTARLE FERSONNEL - (Security
and Medical - not & major problam in personnel mansgement
becsuse of tlear cut standerds.)

A. Performance «

iy

1. Fitness Reports

AT

2. Assessment Reports
3. Attitudes
k, Personal Attribtutes
B. Conduct

1. Identified by each supervisor using his own
standards of conduct

2. Attendence
3. Insubordination
L, Intoxication
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III. WEEDIRG METHODS -

A. Prior to EOD
1. Security investigation (inclwding pre-employment
pol.ygraph)

2. Medical information (including yment
phygicgl and psychistric examinsation.

3. Persomal interview and testing
4. Medical-Security Persounel FPanel Review
Shortly after EOD

1. Becurity investigation completed om provisional
clearsnce and. polygrsph

2. Medicel Exeminstion

3. Medical-Security Personnel Panel Review
During Employeea's First Yesy

1. Test results and sssessment

2. PFollow-up interview progrem (90 to 120 days)
3. Nipe-month Fitness Report
At end of First Three Years -

1. Career Service Selection Progrem
At any time during service -

1. Unsatisfactory conduct

2. Unsatisfactory Performance - less than sstisfactory
performance '

3. Employment Review Panel
L. Medical disqualification
5. Security disqualification
6. Disebility retirement
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IV. METHODS OF APPROACH TO WEEDING-OUP ILLEGIB

A. Security
1. Re-investigation

2. Re-polygreph

B. Medical

‘ : ILLEGIB
1. Re-exsmination, both physical and mental

a. Fitness for duty

b. Return to duty -

C, Conduct
1. Disciplinery Actions
a. Short of Separetion
(1) Admonishment

(2) Rep ILLEGIB

(3) Buspens
b. Sepsrate

D. Performance

1. Short of Separstion
a. Reassigmnment
b. 90 dsy letter (warning period)

c. Witholding periodic step~-increase
ILLEGIB

a. Resignation—inlieuof-separation

. ILLEGIB
& Out-placement o -:->Covn

LE B A
i
LR SN

b
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I. Definttion:

Staffing requirements are the determimation of the number
and kind of personnel necessary to accomplish immediste sssigned
missions of en orgsnization and ¢o enmhance the capability of wa
long range responsibilities of the orgsnisation.

II. Responsibilities:

A. Operation Components

Specify individusl needs to carry out their missions
and projects depicted in ooumtry plens.

Merge operational, support snd clerical into operating
organizgation.

B. Career Service Boards

Determine long raage personnel cepabilities needed to
accomplish worldwide functioms for which responsible.
Includes responsibility for levying recruitment and w
requirements.

C. 0Office of Personnel

Afford staff assisteance in all pheses of personnel
planning end perform the following:
%1) Recruit
2) Categorize aud Grade Fositions
(3) Publish ocoupational hsndbook

Staffing Guidelines: »
A. Operationsl Programs and Proposed projects

Emphasis and comprehensiveness as compared with present
operations and projects. :

B. Existing Tebles of Organisation

Eveluate adequacy %o perform current operations.

Reviev for efficiency and employee utilization. (Chart )
discuss mission and retics of positions - ops - support
generalists-specialists
C. Budgetary Limitations

Compare old and new in light of existing program changes.

TR |
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D. Current Assets

1. Grede Distributich of Persomnel

Compare DD/P personnel snd DD/P Position Chart.

Consider mmber of trainees, Journeymsn workers,
specialists snd supervisory personnel.

2. Occupational Distribution of Personnel

Consider (chart) gemsyal trend of spproach to
operations. Functional specislist versus area Generalist.
Consider cover and station size limitations necessitating
less people to cover more operstions.

3« Age Distribution of Fersomnel

{Chart)

Average promotion rates

Projection of Personnel in 10 years by age and
grade -- Effect on premotion retes.

Attrition

Quote overall precentege
Discuss trends by oceupationsl category

Recruitment Potential

(1) External -
Number in the pipeline
Market availability

(2) Internal -
Number of personnsl reasonably expected to
be available for transfexr

\ G. Tmning

Basiz training reguirements
Transfer of skill faskor
Retreading of personnel for other uses.

oA g
, B 7 ot
S e, 3
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Mr. Baird: //

Although I believe] |has ‘ 25X1
already told you thjg, he spoke to

Mr., Stewart yestf€rday afternoon

regarding the Administrative Officers

Conference to/be held later this month.

LEGIB | | Mr. Stewart and | | 25X1
P5X1 | haye been working on outlines
they will yse as the basis for the

discussigns at the Conference,

15X1 | | is going to call for an

appointfnent to come over sometime

later this week. They would like your

ideas on what would be useful and would

appre{éiate any suggestions regarding
ubJe;ct matter to be discussed.

[

T L,

] j {z
i f U 7
{( Y EE i ;;E g‘ :
i/ i i "i‘ 4
W A
e .
[ RANSMITTAL & S 3%5 ril 1
TO:
Mr. Matthew Balrd
ROOM NO. SUILDING
5X1 L

REMARKS:

SUBJECT: Senior Administrative Officers
‘ Conference

The sttached schedule by subject
title and Conference group reflects
f£inal allocations of time and may be of
assistance to you in planning your
activities during the Conference.

;’\.‘
JaEmi N ; -
25X1 FROM:
ROOM NO. [
F"}R& go5 . 2 4 I REPLACES FORM 3-8 “n

WHICH MAY BE USED. (
‘i
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